
MONROE COUNTY 
 

JOB DESCRIPTION 
 

Position Title:  FIRE CHIEF/FIRE MARSHAL Date:  06/02/03 
Position Level:  14 FLSA Status:  Exempt Class Code:  14-4 

 
GENERAL DESCRIPTION 

The Fire Chief is responsible for overseeing and enhancing the operations and activities of the Monroe County 
unincorporated Fire/Rescue and Emergency Medical Services systems including the combined volunteer/career services.   
Typical activities associated with this position include directing, planning, organizing, and budgeting Fire Rescue and 
Emergency Medical Services functions within Monroe County, with broad policies guided by federal, state, and local laws, 
codes, rules and regulations.   Oversees the operations of the Fire Marshal’s Office and Upper Keys Health Care Taxing 
District. This position reports to County Administrator. 
 
The information on this description has been designed to indicate the general nature and level of work performed by 
employees within this classification.   It is not designed to contain or be interpreted as a comprehensive inventory of all 
duties, responsibilities  and qualifications required of employees assigned to this job. 
 

 
KEY RESPONSIBILITIES 

*Plans, controls, staffs, organizes, represents, and directs all Department programs in the County. 
Prepares, reviews, edits, and approves items to be forwarded to the County Administrator for placement on the county 
Commission’s meeting agenda and handles presentations at meetings with staff participation as necessary. 
Interviews applicants, reviews applications and recommends hiring of all Department personnel.   Directs, implements, 
monitors all county programs regarding personnel issues within the Department. 
*Prepares, reviews, edits, recommends and monitors the Department’s budget.   Oversees expenditures and purchases for 
the Fire Rescue Services’ provider corporations.  Assists in the preparation of the Fire Rescue Services budget. 
 *Negotiates, prepares, and administers the contractual agreements between the County and the various Fire Rescue 
Services/EMS provider corporations.   Ensures compliance with contract terms and conditions, and Federal, State, and local 
laws and regulations.  
Prepares, reviews, edits, and recommends plans, studies and reports concerning emergency services. 
Maintains liaison and routinely consults with the Fire Rescue Services’ providers on matters concerning operational 
policies, procedures, protocols, planning, implementation, direction and control.   Prepares, reviews, edits, implements, and 
monitors standard operating procedures and guidelines. 
Evaluates existing emergency services programs and recommends improvement, expansion, or establishment of new 
programs. 
Supervises the gathering of empirical and statistical data and provides written status reports.  Researches, develops and 
recommends appropriate strategies to improve operations; implements them accordingly. 
Conducts staff meetings, maintains contact and coordination with national, state and local organizations concerned with 
emergency services and represents the county and Department to other organizations and the general public. 
*Speaks to civic clubs, homeowners, property owners, radio, TV and newspapers as required.   Official spokesperson for all 
Department issues. 
*Serves as the coordinator for the County Administrator for fire/rescue/EMS issues during disasters to best utilize resources 
of department.   Manages and coordinates Emergency Support Functions (ESF), Fire Fighting, and Search and Rescue 
during a declared State of Emergency. 
*Provides policy recommendations on Department issues and programs to County Administrator, BOCC, and other 
Divisions and Departments.   Consults with County Administrator periodically concerning issues, problems and progress 
with the Department. 
Develops, implements, maintains and monitors a maintenance program for Fire Rescue facilities, motor vehicles, equipment 
and devices, including periodic testing and certification as applicable.   Supervises the accountability and control of assets, 
property and/or resources assigned to the Department. 
*Develops, implements, maintains, and monitors a comprehensive fire rescue training program.   Researches and develops 
programs for the recruitment and retention of Fire Rescue Services’ volunteers. 
 



 
 
Position Title:  FIRE CHIEF Class Code:  14-4 Position Level:   

 
KEY JOB REQUIREMENTS 

Education & 
Experience: 

Bachelor's Degree required and 15 years experience (5 years at the Senior Management Level)  
OR 
Associate’s Degree required and a minimum of 15  years progressively responsible experience in 
related field with additional training and/or certification. 
Preferred:   Graduate Degree in related field 
Desireable:   Graduate of National Fire Academy Executive Fire Officer Development Program  
and/or  Paramedic field experience. 
Major(s) in Business Administration, Management, Public Administration, Fire Science.     
 

Impact of Actions: The work involves leadership which routinely affects multiple divisions of Monroe County 
and/or the surrounding community in a demonstrable way. 

Complexity: Highly Complex: Work is broad in scope covering one or more complicated areas.  Policy, 
procedures, or precedent are typically created by this position. A high degree of analytic ability 
and inductive thinking is required to devise new, non-standard approaches to highly intricate, 
technically complex problems. 

Decision Making: Multifaceted:   Supervision is present on a limited time basis to review broad objectives.   
Independent judgment is required to review and approve major recommendations, establish 
procedure, and coordinate technical and administraive recommendations with County-wide 
policies. 

Communication        
with Others: 

Requires continuing internal and external contacts involving difficult formal negotiations calling 
for well-developed sense of timing and strategy and details explanation and interpretation of 
policies, rules and regulations and managing relationships at the highest level. 

Managerial Skills: Responsible for supervisiong multiple functions, with full responsibility for effective operation 
and results.    

Working Conditions/ 
Physical Effort: 

Typically normal office situation.  Work environment may require exposure to disagreeable 
elements and extensive safety training and/or protective devises when responding to and 
functioning at the scene of an emergency. 

On Call Requirements: Expected to be available as necessary to fulfill job obligations. 
Other: Required to be Certified Firefighter . 

Desireable to be Certified Emergency Medical Technician or Paramedic. 
Must possess ability to function within a paid/volunteer Fire Rescue and Emergency 
Medical Services delivery system with the ability to maintain cooordination and 
cooperation between all involved agencies.   
Must have a proven track record of success in managing a combined volunteer/career 
system. 

 
APPROVALS 

Department Head:   
   
Name:  __________________________ Signature:  _________________________  Date:  _____________ 
   
Division Director:   
   
Name:  __________________________ Signature:  _________________________  Date:  _____________ 
   
County Administrator:   
   
Name:  __________________________ Signature:  _________________________  Date:  _____________ 
   
 
On this date I have received a copy of my job description relating to my employment with Monroe County 
 
Name:  __________________________ Signature:  _________________________  Date:  _____________ 
 


